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PREFACE

‘THe Vocational Education Amendments of 1976 mandate that sex
bias and stereotyping be eliminated from all vocational edu-
cation programs. :

The amendments set aside $50,000 of each state's Federal
vocational funds for this purpose and mandate that each state
employ an individual full time to work on eliminating sex
bias and Stereotyping from vocational programs.

Each program area has special probiems which must be addressed

1n order to achieve sex equity. In business and office occu-
pations programs, the problems have been centered around
increasing the number of male students in the program, encour-
aging women to move into management positions and other upper
level supervisory jobs, and using sex-fair langmage in busi-
ness communications. '

" The sex equity modules are designed to:

1. focus on issues which are related to specific
clusters of career optionsdii/defined in
Delaware's competency-based-goal orient=d
busiress and office Ooccupations curriculium;

2. provide information and materials for cme
to three days of activit;es; and

3. focus the student's attention on those seax

- equity concerns which will affect her/his

experiences as a student in the classrocm,
on-the-job, and career decisions.

Instruction in business and office occupations programs should:

1. afford both male and female students opportunities
: to pursue a number of career options;

2. include a sex-fair curriculum; and

3. provide students with Cooperative work experiences
without regard to the sex of the student.
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1. XN 0DUCTION TS T L TER
Lz SZPTION QF PRDC-AMS
2 n258 educati.- gpresencts a br ind Ziverse i scivliae
ol -s wnclucec .o oa varietcwy of o m2l del-varv svs-
o ~2lementary  z: o ndary, and o —ieIZindary - nools.  The
g, ‘urpose of - 1z field of studs = o 2ducate individoals
ac: susiness a: ~2 provicde a cor . _~ucus proarz of planned
l=:n_n. experie: zs lesigned to 2¢ .- individua. wlth tra
= = 7=l skills “T2gsary LOr comp  _no success. _lv for
e 2t in the Zusiness communic
3usina- educatiocn includes competersr—iased vrcT:ims in
oI° - ‘“cupations, business teachi-- business . =inistration,
ar. = omic understandings. Specir-zally, the Z._:iness Admin-

1s=—- 71 and Office Careers Cluster ~ro-ides car==r information

ar- T ‘Z.ning that helps students rel .ze their intcrests, needs,
an.. . __.ities to occupational opporzuzitiestident_“ied in five
ar=as oI ccncentration: business marmgement, acccunting, data
PrT2ez:ng, clerical, and nanagement-ass_.stant <cl.sters. These -
f1"2 | z3s interrelate with each Ifurn-=ion providi:igy opportunities
ICs - . “nacement beginrning with entrw-lavel jobs f£or the secon-
daz- o0l graduate. However, manv cositions do reguire at
lez= 0 vears of technical post-secondary preparation.-

VOC: “HAL(BUSINESS MMODEL

It 2 -he' function of this cluster to provide students with

the npetencies that will enable incdividuals to cbtain appro-
priz jobs in their chosen business field--and to advance
wit> . an occupational grouping. In Delaware, the vocational

bus: :2ss model consists of five sub-clusters which are illus-
traz 22 below: : ‘

3usiness Administration s
Office Careers Cluster

I l

Liusiness Administration Careers {Office Adminisz-ation :a:eersl

lClerica] Occupations

[ﬁpcouqting Occupations

[DqLa ProCessing Occupations

lgpsiness Management Occupations

Co

[ﬂanagement Assistant Occupationg]*m-—
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The specific jobs for which =-uvients ara praopered 1n the

.sub-clusters are indicated ¢ Tlzure 2 of this guide. Each

‘wverifi=d via survey of the
¢ Delaware rerilon.

svecific job has been ident: lal
business community throuchot

nCCOL‘\’TI\IG OCCUPATIONS. (USOE _..,0100)

In this sub-cluster, the stu. —* is prepare.. o assume the
responsipbilities for reco~@di- classifying, fummarizing,

and’ Interpretinag financia. &- for managemcni. Accounting
eCcupations are an integrz=l - -+ of the operazions of govecrn-

mcﬂt educatlion, business,
lat 2¥ed ruqearch

- .8try, medical science, and

Entrance 1nto the accountinc : ¢ld requires the knowledge
of basic ﬂconomlcs, accountzn. , office procedures, mathe-

matics, and the ability to uz- a variety cf office equipment.
Studcntc whc enter this disci: “i-e should enjoy working with
figures Individuals shoul " .- able to trink logically,
atzend tn detall, and func- . with*utmos- accuracy.

(a) Job Descriptions

(1) Accounts Pavable Assistant (D.O. . 210.382-026)

Keeps the accour-s pavable sect:on of a set of

financial recoré.; verifies and =nters details of

transactions as thev occur; sum-arizes details in

Separate ledgers, using adding =znd calculating
"machine.

Cashicr‘(D.G.

—
(393
~

3

. 211.3:2-010)

Performs any combinatinn of the fnllowing duties:
receives funds from customers and employees, dis-

. birses funds, ard records monetary transactions
in a ou51ness establishment or place of public
accommodation,

(3) Bank Teller (D.O.T. 211.362-018)

Receives checks and cash for deposit, verifics

amounts, and examines checks for endorsements;:

cnters deposits in depositor's vassbooks and issucs

Lcc01pts' cashes checks and pays out money upon veri-
2 fication ¢f 51qnatureQ and customer balances; may

operate various office machines.
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(9)

Billing Assistant " (D.0.T. 214.482-010)

Cperates billing machine with or without computing
devices to prepare bills, statements, and invoices
to be sent to customers; calculates totals, net
amounts, and discounts by addition, subtraction
and multiplication; records computations.

Timekeeper (D.O.T. 215.367-022) ,

Compiles employee:s' time and production records;
reviews time sheets, work charts .and time cards
for completeness; computes total time worked by
employees, posts to master time sheet, and routes
to payroll department. o

Payroll Assistant (D.O.T. 215.482-010)

Operates post*ng machines to compute and rccord
earnings from time sheets and work tickets sub-

‘tracting deductions; enters net wages on earnings

record card; check study and payroll sheet; may
prepare perlodlc reports of earnings and income
tax deductions; may keep records of 51ck leave pay
and non-taxable wages.

Balange A551stant (D.O.T. 216.382-018)

Calculates, verifies, and compares records of one
record book with prior balances of szme-or.other
record books; may reconcile company's book ledgers
with bank statements.

Statistical Assistant (D.O.T. 216.382-062)

Compiles StatlsthS from source materials, such as
production and sales records, time sheets, survey
sheets, and questionnaires u51ng calculatlnq and
adding machlnes . \

-~

Accounting Assistant (Bookkeeper) (D.O.T. 216.482f0i0)

Performs routine calculating, postlng and verlfylng
duties to obtain financial data for use in maln—
taining accounting records; totals accounts usi ing
adding machines; and may type account statements,
periodic reports, and other records.
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(10)  Calculating Machine Operator (D.O.T. 216.482-022)

Computes and records statistical, accounting and
other numerical data using a machine that auto-
matically performs mathematical processes; may
verify computations made by other workers.

Employment Outlook

Over one million men and women are employed as accountants
and bookkeepers. There is a continuing demand for approx-
imately 200,000 new people in the accounting/bookkeeping
occupations annually as replacements for those who retire,
cransfer to other occupational fields, or leave their jobs
for other reasons. However, the availability of jobs for
workers employed in this area is influenced by such factors
as business trends, the installation and use of automatic
business processing equipment, government regulations
regarding filing of financial records and tax forms, and
the number of persong seeking employment in the accounting
field. ' B ‘

Employment opportunities are best for persons knowledgeable
in performing .all accounting functions. " Training in the-
operation of bookkeeping machines and electronic data pro-
cessing equipment increases opportunities for gaining
employment. . Many employers- prefer graduates who have
worked part-time in business or accounting firms while
in-school. Opportunities for accountants'without a

college degree are primarily in small businesses and public
accounting firms. - I

IT. ACCOUNTING AND RELATED OéCUPATIONS -
PERFORMANCE AND OBJECTIVELS

1. FOCUSES

(a)

Thehpersoﬁal interests and abilities needed in‘écc0unting

- occupations. '
.(b{‘.Job interview expefiencés of.men.and womeh.J
(c} Men and women in employeé/employgr'interactions.
2. ACTIVITIES |
(a) Pre-test. T /’
(b)- Authority, responsibility and the cﬁanging roles o women.
(c) Case studyq”th Getting the Job". | ,  y o
. {d) Dealing With‘peoﬁlé - male/female i%ﬁe;actionf‘~\
: : /- .

i
12
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(e)\ Sli&E:Tape,Presentation.

(£) Qualificatioﬁs for employment.

. ) . \
(g) Post-test.

3. PERFORMANCE OBJECTIVES (Competencies)

(a) .Given-an opportunity to discuss those qualifications
required for a job in accounting, the student will
prepare four statements which indicate that either a
man or a woman could do the job. . '

(b)  Given an exercise on job interviews, the student will
list at-least two questions that should never be asked
in/a'jbb interview. ' :

(c) Given a chance| to discuss some problems that arise as

' mén and women interact in the work force, the student
will state two of these problems as specified by the
teacher. . . . .

III.  INTRODUCTION TO ACCOUNTING MODULE

+Accountants work with business records and Prepare financial

reports. ‘'The three major fields of employment for an accountant
are public, privage,’and'government.

‘ L P ' . _
In the past men have led the fi d in accounting. Certified
Public Acgountants and head accountants have always had the

masculine image. Recordkeeping positibns seem-to have attracted.
women. In this position there is usually a rcutine method of
keeping records. Tasks Such as preparing income tax returns,

auditing internal accounting procedures, and consulting on budget
controls systems are responsibilitied that have been assumed by
Mén 1n many public assignments. :

Auditors or management accountants who handle financial records

for private business firms for which they work on a salary basis
also seem to be. dominated by men. Persons developing accounting

= sYstems for.government agencies,and agditing financial records of

L

private firms subject to governfment régulations have been men.

Althoggh women are equa;ly capable of performing, in accounting
positions with the same level [of proficiency as men, personnel

. managers have tended to ‘lean toward men in these higher paying

positions and have exaggerated the importance of the need for the
masculine profile. In many cases the traits-and abilities of the

,fema%§§ have beenlignoredland/or denied.

14 |
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Considerable evidence belies the notion that "a woman's place
is.in the home". ‘Today the number of women in. the work force

. 1s rapidly increasing and they are aspiring for higher paying
accounting positions. : :

This module is designed- to provide the students with more factual
information about the employment qualifications and opportunities
In the field of accounting. :

The activities focus on: i

(a) Personal interests and abilities needed in accounting
: occupations. '

(b) Job interview experiences of men and womén.
(c) Men and women in‘employee/employer interactions. .
1. OVERVIEW OF INSTRUCTIONAL ACTIVITIES
(a} Pre-test
The pre-test should be adminis£ered before working on
the module. There are no right or wrong answers. A

class discussion can be conducted using the responses
..to the pre-test.

(b) Authorify, Responsibility, and the Changing Roles of Women

The directions for this activity are included on the
activity sheets.

(c) Case Study o

Each student should read the study "Not Getting the Job"
and answer the questions 1-4 on the activity sheet. The-
.Class can share their responses to these questions.,

(d). Dealing With People

By

Students should read each situation and respond by. )
selecting either answer a or b. The students’ can discuss
their selections in small groups. . :

(e) Slide-Tape Predentation

(f) Qualifications for Employment

(g) Post-test o ' Lo
The post-test is a personal inventory and ‘the stu&ents
may or may nat change their opinions after completing
the module. ' '

10




" ACTIVITY (a)

Pre-Test

WOULD ‘I LIKE TO BE AN ACCOUNTING CLERK?

Think for a few minutes about your experiences as an accounting
- clerk who handles activities for a bocating business; then,K answer
the questions below. If most of your answers are "vyes," chances
are .you would like to be an accounting clerk. P

(Ciréle One)
' T N o i . ; o

1. Do you have legible handwriting (one . that f

can be easily read)? ' T YESi - NO

oy A

5\,

2., Are ybu an honest and dependable person? | - YES] . |, NO

3. Would you' like counting and wrapping large /
sums of money? : ' Y?S NO
4. Dpid you enjoy making out the deposit slip? YES NO

'



(Circle One)

2. Would v-u like to deposit money for a company
on a re:ular asis? v YES NO

6. Did yo. enjoy writing the checks and

completing the check stubs? - v YES NO
7. Did you gnjoy reading the graph? YES NO
8. Would you like to write letters ahd memos :

as a part of your job? - YES NO
9. Are you accurate when working with numbers? YES "NO

Ly
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ACTIVITY (b)

Al:mority, Responsibility, and the Changing Roles of Women

1. OBJ.CTIVE

By discussing the case problem "Happy Home Insurance Company",
Students will gain:insight into the special problems pertaining
to authority and responsibility that are encountered by women
and by men in their dealings with women in the job situation.

2. SURVIVAL SKILLS EMPHASIZED
T \Qé) Dependabilitygﬁ
(b) 'Organizing the work activities of others.

\¢) Giving an honest day's work.
(&{ Specialized'training.

(e)\gAdjustiné to work situations.
3. IMPORTANCE

Authority and responsibility are key issues in the controversy
over the changing role of women in work situations. Therefore, |
this topic is given special consideration in this module. Within
the fofmalworganization, women have tended to. remain in the. posi-
tions ‘'of minimal authority. iIn many cases, women have been given
much more responsibility than authority. ‘Where they have been
given authority, they.encounter problems with"response to that -,
authority and with the use of .that authority. It is important -
for women to understand these problems ‘and how to overcome them.
And it is important for men- to learn how to cope with problems
‘involving women in authority. ' : . :

4. MATERIALS AND EQUIPMENT

Make.two Cdpiﬁs of Stude=t Wbrksheet - Happy Home Insurance
—ompany,- for the two stuZisnts who will take part.

5. ACTIVITY - HAPPY HOME TTSURANCE COMPANY

‘a) Have two members of the class come.to the front of the
. room and act out thz roles of the applicant and inter--
‘viewer as they read their parts out loud from Student
Worksheet — Happy Home Insurance Company.

()
- H .
Cn
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(e)

- treatment of her? Why or why not?

" Have the class comment on how they think the applicant,

Beth Johnson, must have felt during the interview. Would
they have handled the interview or particular questions
any differently?

What common negative attitudes about the authority and
responsibility of women are brought out in the interview?
(For example, that women put family requirements ahead of
job responsibilities, that men will not accept a woman's
authority, that women take on job responsibilities only
until they marry or start a family, etc.) '

Iif the applicapt,was a man divorced with two childr=n and

the same education and experience, how might the interview
have been different? ‘ ' '
Was the Personnel Department fair to Beth Johnson in their

\
\

AN

€

- The point might be brought out that women are more \
likely to put family requirements ahead of job
responsibilities than men or are more likely to quit

when they get married or start a family, etc.

- Women also have pésitive tendéncies too, like holding
up under stress, lower tendencies for heart attacks,
etc. ) : '

- With the changing attitudes toward wives working,
children in day care, high divorce rates -creating -
situations of women as the bread-winner, etc., women
are taking job responsibilities more and more seriously.

-~ The number of women who must work to support their
families is increasing.- About one of every eight
families is now headed by a woman. Therefore, more
and more women need higher-paying jobs to provide for .
their children. : Co S -

- Women do ndt have a natural inability' to handle author@tyh
as some people believe. - Some women will handle authority .-
" well, some will not,: the same as men.

- 'Some men will resist ﬁhefauﬁhori y Qf‘wohen at first.
However, when it:.is no longer ney and unusual, men’
are likely to become more accebging. _ oo
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Right now women are fighting for a chance to demonstrate
that they can handle authority and that they are responsible
workers,  People are watching and judging. what effect
might this have on individual women?

1

How could the interviewer have handled the situation so

" that he could have informed Beth of the concerns of the

Company without being offensive?

~ For example, Stressing the importance of not missing
work and reference to negative behavior of other P
employees rather than directly accusing Beth, etc.

List on the board suggestions from the ¢’ ass on what reasons
bPeople might have for not wanting to . _ve women positions
Of authority. '

See if the class can figure out possible basis for these
Teasons, '

What changes are taking place that might decrease the
importance of some of these reasons?

Allow five minutes 'at the end of class to fuammarize and evaluaté‘x

what has been discussed. Include a discussion of: -

(a)

(b)

handle it.

What women can do to get more authority on the job and

Men's attitudes toward'women in authority,

B

9]
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HAPPY HOME INSURANCE COMPANY.

Interviewer: Good morning. M- .o rou?
Beth: Yes, my name is 1. ohr ‘on, and I'm looking

- for a job. The r ionist told me to see you.
Interviewer: I see you have your «pplication filled out. Wwhich

job was it that you're interested in?

Beth: Well, I was looking for something in accounting,
and I thought the Bookkeeper's job that.is open
-might be a good start.

Interviewer: I see. Let's look at vour background. You
’ have children? 1I don't like to pry, but I'm

afraid I'll have to ask you &¥dut your day-

care arrangements -- I ses you're divorced.

Beth: ‘ Yes, I am -- but I've made adequate plans to
: see that my children are cared for.

Interviever: Will someone t=ke care of your children when

b ‘they are sick? We expect our employees to

" - be at work eve-y day unless there -is a serious
emergency. S

Be=h: I plan to be =t work every day.

Inzerviewer: You're not planning to have any more children,
s ~are you? : . : :

Bexzh: - ‘Why--uh--no. You see, I'm divorced. -

Inzerviewer: Yes, I know, but- a woméh.your'age could easily

- remarry. e ' , . :
Bezh: I don't have any pléns to remarry.
In:erviewe:: Good, I'11l just make a note of that. Now)

where were we? Ohf.yes. You. have a year of
experience as a cashier, and you are working
on an Associate Degree in Accounting. What
do you plan to do with it when  you finish?
Beth: . - I'hoped to get a job as a supervisor of accounting.
, - " I.thought I might be eligible for some kind of
- : supervisory training program. : .




- Interviewer : With only a year of cashiering experience, I'm
' afraid our Personnel Director would hesitate to
invest training time ‘a you. You'd have to give
a better indi-ation o7 your abilitie€s in accounting

before we cou:d consider it.

Beth: What about th= opening for a Bookkeeper?

Interviewer: Perhaps. Bu= then, there's the problem of
: ' making a wom=n supervisor over a man. Generally,

we try not to do that because it makes the men
nervous and reduces their productivity. I think
vou'd be better off staying in sales.

Adapted from Kast, Fremont E., and James ‘E. Rosenweig, "Changing
‘Values and Roles: Women in Management", Experiential Exercises
and Cases in Management, McGraw-Hill, 1976, pp. 327-336.
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ACTIVITY (c) .

Not Getting the Job

Pam Nelson, 29, has several years of work experience in an
accounting office. After high school, Pam attended a community
college and received an associate degree in accounting technology.
After working the same job for three years, Pam realizes that the
opportunities for advancement in the next few years are limited.
Therefore, Pam began to seek management positions with other :

companies. '

-On one interview in particular, Pam possessed all the necessary
qualifications, including a degree and experience, and felt that
she had made a good impression. The personnel director who had
interviewed her invited her to lunch and introduced her to eight
employees she would supervise. However, two days later, Pam
received a call that .the position had been filled. Pam felt that

4

she was overlooked because she was female.

Student Discussion Questions:
ka)' Where can ?am go if, in fact, discrimiqation is;q\factof?
~—~(b) What 6ther factofs may heve contributed to Pam'é Bot
getting the job? ‘ . :
(c) Némelsome things Péﬁ could do before her next interview.

(d) How will this affect Pam's currépt job?




|

DEALING WITH PEOPLE

As head accountant, Ann Jackson must, work Kith the manéger and other enployees at the Southern Pacific Boat-
Ing Club.  She has found through exper fence that peaple she works ith are generally cooperative and pleasant {f
she 15 diplgnatic in talking with them. If she Is not diplonatic, the other enployees are of ten rude and uncoop-

erative,

INSTRUCTIONS:  Below are four situations that Am might have to deal with during a day. As shown by the
statements at the left, Ann could handle each situation in two ways--eitner politely or rudely. The colum at
the right gives two responses for each situation. Which response at the right would Aan receivg‘lgo her state-

ment at the left? Mark either a or b in the blanks.

SITUATION 1 Boy, Did 1 Get & Wrong Number!

__L#mquﬂmMiHMHwMWWmMmMMﬂmm
Los Angeles‘and some ferk at a place called Fred's Texsco right here fn
Honolulu answered the phane * '

\ 2 \Faye, vould you plesse check and wee 1f you geve e the correct phone
- fMaber for Olin Skital Wnen I dialed I got o Jocation in Denvar,"

5

a4, "l belfeve the nuaber you have 1o correct 4

Jou dlal the ares cods along wich 4,

&WWUWWHWWWMHM

<odes along with the phone number,” ‘

STIVATION 2| the Case of the Slov Secretaty

3o “thert, ' stk and tired of huzilng you to come {n ny of Flce nod not
having you at your desk, You'll have to cut out your 30-ainute coffee
breaks by the sulusing pool and stay tn the lounge for bregks,"

_;___ﬁ. "herd, T often need to-get ahold of you right avay for‘dlctatipn when you
sre on your break out by the swtaing pool. Would you please try
to hold your breaks to 15 minutes and let pe know when you ara going

OUL"

b

a,

N

"You're alvays o gy back aboug socething==1f
It's not coffes breaks 4y' covering wy
'ypevriter at nlght. Wiy don't you tey leaving
ae slone Jong enough for me tg get vy vork doge!

"I guess 1 liave been gétt!ng 8 bit slack about
the 15-ainule rule, so I'1 wateh ¢ fron poy

on. I'll plai to take my breaks at 9:30 '
3:00," : 3* .Pd‘

ALIATIOY

t

SITUATION 3:. The;Cuse of the Hissiog Repuft

5, "Hide darchall, 1 vant to kuow ¥y you liaven’t given me last sonth's voos

sales flgures yet. 1 asked you for those flgures at least thres days ‘ago."

6. "Mles:Marshall, are the sales fgures for last month ready for e yét?",

a

“I'n very sorry, Hs; Jacksbn. but they aren't,
Hawever, ‘T will start on them right away,"

"1t wan two d;y. 005 808 Shree. 111 oo
thea vhen can.“a g o ot }1 get 1o

t

SITUATION 4:  llow Hot to lzpress the Bose ‘

/
‘ l : ' U
: 1o "Hr. Reeves, perhaps ve should reconsider our polizg of glving free contf-
.nental breakfasts to hotel gusts, Since ve star ed.the free breakfaat
Cprogram Just ronth, our festaurant profite dropjfd nearly 5 percent,"

B, "N Reeves, you may be nanager of this hot;l, but your stupld {dea off
glving hotel guests free continental breakfast has reduced our restaurant

X .
F [z:i‘::: p<ef1ts by 5 percent and our rooa wales have not Incteaseds You bettet
,mwwwmﬁu%mmmmm"_m;——jL““T*ww'

i : AN C )

-

"Listen you, Just remenber that | «n maniger
of the hote) and as long a3 | am wapager |
wi11 b the one wha- decides whetrer to $10p .
glving free continental breakfasts to quests.'

‘meh&memmaMmLWs“
continue the free breakfist program just .
3 Httle longer to see whether {t will
help ncrease our room sales. If it

‘1MmWJMHwM®MmmMHf

()

9T

I
I"—,‘(<A - )
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I ACTIVITY (f)
QUALIFICATIONS FOR EMPLOYMENT

1. PURPPSE
(@) To expose students to the many different jobs available
in Accounting Occupations.

(b) To show students that the qualifications for employment
are not determined by sex. : .

2+ _PROCEDURES

(a) The teacher shculd decide which occupation to focus on
and discuss the many Jjobs ‘available within the accounting
and related occupations. - For example, an industrial
arts course may want to learn about jobs available in
construction; home economics,may use food service
.employment or child care jObS For ~example, the teacher
would ask the class to come up with as many jobs in a
construction- company as they can. The teacher m;ght
make a list on, the board like this: =~ °

.fi Examples of Job Onportunltles in. Accountlng Occupatlons :

- ACCOUNTING OCCUPATIONS “’T

4U.5.0.E. by o.7. POSITIONS
'_114.610} 160;167;010 Accountant
14.0199 1210.382-010  Audit Clérk
T4.0102 210.382-026. Accts. Rec. Ass't
14.0102 219.382—026~2 _AcCts.'Pay. Ass't
14.0103 2;1;362;01q' ?asﬁiet
~.14.0105 211.362-018 Bank Teller
14.0199 214.482-010 Billing Ass't
14.0199 215.367-022 - Timekeeper ’ 4
14.0199 2i5Q482—010 Payroll Ass't
14.0199 216.382;108' Balance”Ass'tz
'14.0199 216.382-062°  Statistical Ass't NE
.14.0102 | 216.482~016 Accounting Aee't (Bookkeeper)
14.0104 '216.482-022, ’,Caicqlatiﬁg—Macﬁine Oberatcr
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A list of job opportunities specific to the course
should be developed. 1In discussion or through
research, students may learn what each of the jobs
entail.

(b)  When the list is fairly complete, distribute the
student activity sheet and have the students decide
independently which job or jobs this person is quali-
fied for. Discuss after they have cdecided. :

- How did YOu decide upon a position?

- Wnat gualities dc you see necessezry for
each occupation? '

- ‘What characteristics are not at all
necessary for each occupation?

- Do you think this person is a male or
-female? Why?

= If you learned that the person currently
© filling the position was a male, how would
this influencgjyour choice of position?

~ In looking at the qualifications of the
. applicant, is this person over qualified
for the job? Underqualified?

= Suppose you learn the sex of the applicant.
Would you change your job offer? . Why?

- What jdbs are you interested. in?
- How are you qualified for these_jobs?
3. VARIATION OR FOLLOW-UP

Have students research any job in which they have an
interest. From the research, have them iist the require-
‘ments they feel are necessary for the job. Do they see
“this job as being exclusively for a male or a female? what
requirements would limit the job to one sex? Has their
perception of the job' changed any after researching it?
flave students share their results with the class.

M. Smith ha's just graduated from high school and is applying for'
a job. In the interview and from the references, the personnel
director finds that the candidate has the following qualities:
(a) A knowledge of the company through summer jobs.
(b} A éood grade average in high school.

My e
L). ¢




(c) A good attendance record in high school.
(d) Businéss‘and math skills.

(e) A pleasant personality.

(f) A desiré to move up in the company.

(g) Recommendations that indicate the candidate is
- dependable and has an ability to get along with
other people.

" (h) A knowledge of safety precautions; an awareness
of the importance of following instructions.

(1) A driver's license. 4

(j) Good health and neat appearance.

What jobs would you offer M. Smith?

- ' | A RIDDLE
While driving to the store, a young boy and father were involved
in ‘a serious car accident. The fathel was killed and the boy
was injured and taken to_a hospital, t the hospital, the boy

. was examined and an emergency operatidn was needed. The resident
surgeon had scrubbed up, put on a gauze mask, and/was waiting
in the operating room when the boy was wheeled inéo surgery.
The surgeon took one look at the boy and cried, "I can't operate.
This is my son." - C

Who was the surgeon? >~ . -

—-= source unknown

*asyjow s,Roq IYL. :ISMSUY
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¢ ACTIVITY (g)
Post-Test

WOULD I LIKE TO BE AN ACCOUNTANT?

|

‘1. The traits listed below are helpful in the accounting
profession.: Place a checkmark beside those traits you
possess.

Yad I enjoy math.

Ve ——

(b) When I am faced with a problem, I stick with it
until |I solve it.

————

() I don't get frustrated when I have to explain
things to people over and over again. :

o () I can sit and concentrate on something even if
—— - » » » . - .
. there is activity going on around me.

(e) I can look at an article or story and then summarize
it accurately in a few sentences. o

(f) I am loyal to people or ideas I.believe in.

- _ | 29
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I can express my ideas clearly in writing.

(h) I like to work with people.

o It doesn't bother me to work under the pressure
of deadlines.

(j) I can keep 1mportant information secret.

2. Would you like to be an accountant?

Why?

g1l




